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Chief, Regulations Control Staff 5 Novewber 1956

Chief, Records Management Staff

Proposed Regulation, Number| | Records Hanagameht
{Job Ro. 705-VJB) ‘

1a

All comments on the subject memorandum hsve been incorporated,

resolved, or withdrswn as described below:

DCI-Cable Secretariat - Reference, Paragraph 2 (renumberei 1)

| agreed to withdraw his comment.

' DD%I - Reference, Pargsgraph 3eli, Line 2 (renumbered 2al) Mr.

agreed that]| |comment could be withirawn,

as the revision of this paragraph doces not require that the
Record Center be the only storage facility for inmctive Records.

the

Office of Logistics -| [stated that
regulation does notl include the detalls needel to operate the

program, but they have agreed that the revision ig acceptable to
them as a charter fTor the prograw. Thelr specific comments were
resolved as Tollows:

Paragraph 2a (renumbered la) - The exception for DD/P
records was eliminated in the revision and their comment

© was withdrawn.

and

Paragreph 3a {renuwbered 2a) - The term, "Ares," was
eliminated in the revisior which wms acceptable.

Paragraph 4a3 (renumbered 383) - Comment was withirawn
when 1t was pointed out that this regulstion only provides
the authority for release of such notices as specified in the
originel comment.

Paragraph 4a5 (renumbered 3&5) - This comment wae
withdravn when it was pointed out vhy no exemption was needed.

Paragraph ib2 (renumbered 3b2) - Cowmment was withdrawm
upon agreement that 1t was not sppropriste for inclusion
in this regulation.

Offlce of General Cound®l - The phrase in question was eliminated
agree the repgulation was acceptable.
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arffice of Training - The specific comments were resolved with

|ae follows:

nade.

Paragraph 2b7 (renumbered 1b7)} - Acceptable revision

Paragraph 3a3 (renumbered 2s3) - Acceptable revision

vmaﬂe.

Paragraph 3ak (renumbered 2ak) - Acceptable revision

made,

Paregraph bal {renumbered a1} - Revised as suggested

Paragraph hal (renumbered 3ah) - The comment was withdrawn
vhen it was polnted out that the change was not scceptable

to DD/P.

Office of Communications - Reference, Paragraph 28 (renumbered

1a) 7

sgreed That the revised statement was satis-

factory, bul that

[f any exception was subsequently written in

for DD/P recorde it would bave to include the records of the
Office of Communications. The DD/P has requested no exceptions.

efice of the Comptroller - In the discuseion with[ |

Q
ond [ P Te EeeTFTE compents were resolved as follows:

Paragraph 2a (renumbered la) - The revision in this draft
overcomes the previous objJections, However, & new question
wvag raised concerning legal custody by CIA of gowe of the
records of predecessor organizations. The matter was discussed
with the General Counsel, Mr. Houston, who assured ug that this
regulation can legally apply to thege records.

Paragraph 3al {repumbered 2ak} - The revision satisfies the
objections previously ralged,

Paragreph ka2 (renuubered 3a2) - This comment was with-

dravn.

Paragraph lLa3 {renumbered 3a3) - This comment was with-
drawn upon agreement to imclude the words "Records Management”

preceeding "prograwm requirements”.

Paragraph 4a5 (renumbered 3a5) - Comment wa# withdrawn
following a discussion in which it was inted out theti:

8.

b.

No conflict with the Comptroller's regulation
ig involved,

This provision for lieison on reccords manage-
ment matters is consistent with regulations

of other offices having responsibility for
liaison on specific functions, and is consi¥tnt
with the regulsations of other Governmént
Agencies with respect to Records Msnagement,
Liaison with GAO.
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Parsgraph ta6 (renusbered 3a0) - The reviged paragrapvh
satisfies the objesctions previously made.

Paragraph kb3 (remuzbered 3v3} - The requirement for
rendering reports has been elinineted from this revision
and the commwent has been withdrawn.

Dﬁ[? - The comments of the DD/P were genmeral in nature and
this revised ?r_af_t satisfies their cblections. The concurrence
was signed by

2. In view of the extended length of time that the regulation
hes been in the process of preparation end coordination and because
thére Is-a real need for 1t, we would appreciste you handling it es
expeditiously sa poseible.

'!f ml (7Nov.56)

2l

. n
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RECORDS MANAGEMENT

25X1 Rescissiont R:aataé 14 July 1951

SYNOPSIS: This regulation provides
for a continuing Agency Records
Management Prograu to control and
improve records from their creation
or receipt to their disposition.

CONTENTS

Papge
sccmthgbl"l'ritlll
POLIGIESD'.‘O!QQ.DO?
RESPONSIRILITIES...2

1. B8SCOPE

a. All record material of the Agency is encompsssed by this regulation (in-

cluding that transmitted electrically). For the purpose of this regula-
tion, record mwaterial is defined as: all books, papers, waps, photo-
graphs, films, recordings, or other documents end wmaterial regardless of
physical form or characteristics, made or received by sny part of the
CIA establishmwent pursuant to Pederal law or in connection vith the
transaction of public business end preserved or appropriste for preser-
vation by CIA or i{ts legitimate predecessor Or sucCessor organizations
as evidence of the organization, functions, policles, personnel, deci-
sions, procedures, financial or legal transactions, operstions, or other
activities or because of the informational value of data contained
therein, "Records” end "record waterial™ way be used interchangeably.

The Records Managewent Prograw consiste of the following elements;

{1) Reports Managevent - The analyeis, lmprovement, and control of
administrative reporting.

{2) Correspondence Management - The gpplication of improved standards
and procedures for the preparationkanﬁ handling of correspondence.

o \
(3) Forms Management - The enalysis, design, and control of forms.

(%) Records Maintenance - The establishwent of standard procedures,
géystems, equipwent, and supplies for records saintenance.

{5) Records Diapositiog - The economical and systematic dispositiom
of Agency recer 18c1uding their preservation tion, tranefer
protectiéh ana gESPOSGg ac orsing 43 approveg écﬁgﬁg?ea. ' Y

C-0-K-F-I-D-E-N-T-I-A-L
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(6)

POLICIES

Approved For Release 2005/11/21 : CIA-RDP70-00211R000300330009-2

1956

Vital Materisls - The tiwely selection, transfer to, an? main.
tenance in an Agency designated repository of record materials,
documents, snd files which sre essential to the continued oper.
ation of CIA in an emergency and the destruction of vwhich would
constitute & pericus or irreplaceable logs,

&. The Agency Records Management Program shall be adwinietered on 2 de-

centrelized basis through ma jor component (DD/I, DD/8, DD/P) progrevs

governed by the following policies:

(1)

{2)

(3)
(b)
(5)

(6)

Records shall be made snd preserved to m'avme ndaguate and proper
documentation of the organization, Punctions, policies, decisions,

procedures, and esegentiml transactions of the Agency. Such records

shall be desizpned to furnish the information necesssry to protect
the legal and Tinsncial rights of the Govermment and of persons
directly affected by the Agency's sctlvities.

Measureg shall Be taken to insure thet essentiel records are
created and mainteined by the most efficlent and economicsl mwe-
thods. ' '

Meagures shall be taken to insure that non-essential records,
reports and forme are not created.

Records escéntial to emergency operations of the Agency shall be
prowptly and currently deposited st a relocation site.

The Agency Records Center shall be a facllity for storing pro-
cessing, and servicing of semi-active or retired Agency records,
and will serve sa an Apency archivel facility. The Records Center
shall be compartwented and controlled in such & maaner that the
security clessification and/or sensitivity requirements of the
operating components im honored.

Records control schedules shmll be developed to ildentify and pre-
serve records of permanent velue; to provide for the scheduled
rewoval of noncurrent records frow office space and filing equip-
went to more economical storsge; snd to provide for the echeduled
degtruction of records of tegporary value.

RESPOREIBILITIES -

a. The Chief, Records Menegement Staff is responsidble for:

(1)

Staff guidance, assistance, ani coordination of the Agency Records
mgsﬁm Program by providing brosd plans, pgliciem; gtandards,
g'u 5 . ) ]

2
C-0~N-F-I-D-E-N-T-I-A-L B
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(2) Providing forms snalysis, design, and reference services of
%hew? f nev or revised forus and re-

qwaata “for reprints. G /L ‘77@,@7

{3) Reviewing and approving records control schedules and requegts
for equipment, services, and supplies to the extent necessary
to assure cowmpliance with Records Managemwent Progrear require-

- mente,

.
{4} Providing technical smo the Records Center and Vital
Materials Repository. .

(5) Maintaining Agency liaison with the Naticnal Archives and Re-
cords Service, Jeneral Services Adwinistration, and other Pederal
and private organizations, on records menagement matters.

{6) Review of the component Records Management Programs.
b. The Deputy Directors are responsible for:

{1) Establishing, directing snd maintaining CIA component records
umgement ograng consisting of the elements referred to in
777, ragraptifb., and gulded by the broad plans, poli-
eian,sat;;zdarda and guides promulgated by the Records Manage-

wvent Staff.,

(2) Matntaining such limison with other offices of the Agency as
is requlired in the performance of component records management
responsibilities.

{3) Designating an individusl who will be respans‘iblé for the de-
velopment and administration of the reepective component records
panggesent prograns.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE.
L.K WHITE
DEPUTY DIRECTOR
{SUPPORT)
DISTRIBUTION: AB
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